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Thmgs you need to do:

OUpdate your Lotus Notes signature
ww QPrint out temporary business cards

W WPrint out temporary letterhead

UChange your voice mail messages to reference your

phone numbers and proper routing of calls

L Office Phone

UCell Phone/Blackberry -

UFax Cover Sheets

QUpdate your Web site in CMS or send a request to

gerry.dineros@alexandriava.gov

Things to consider:

In what places does your current phone number appear?

QOn posters, brochures, placards, signs?

QOn City vehicles and construction equipment?

QOn trash cans, recycling bins, dumpsters, etc?
WForms and Appilications

UPress Releases

QCity Maps and other collateral

UDecals, stickers

QOther City agencies that interact with your department

Which community organizations and institutions have your
current telephone number?

OLibraries
U Recreation Centers



QHealth Centers, Clinics and Hospitals
dFaith-based locations

QdSchools and Local Colleges

QAlexandria Economic Development Partnership
WThe Alexandria Chamber of Commerce
UAlexandria Small Business Center

U Alexandria Convention and Visitors Association

Which outside vendors, organizations, or busmesses have your
current number? .

UMemberships

LSubscriptions

UAssociations

LVendors

QuUtility Companies

U Credit Bureaus

UService Bureaus

UAdvertising, Marketing and PR Firms
QOEmergency Preparedness, Response and Related
Agencies

UService Providers

QLawyers and Legal Firms

ULocal, Regional, and National Businesses you deal with
regularly and infrequently

Q3rd-Party Contractors

QStaffing Firms

UWebsites

ULocal, State, Regional, and National Regulatory Lists
ULocal, State, Regional and Federal Officials and
Politicians

OTransportation — DASH, WMATA, VDOT, etc.



QSurrounding jurisdictions — Arlington, Prince William,
Loudoun, Fairfax, Montgomery, and Prince George's
Counties County, and Washington, D.C.,

QHomeland Security

QIRS, Social Security, other companies with whom you
may have a financial or reciprocal relationship

OPost Offices

QESL communities

Other:

Other Considerétions

1) Where are your numbers throughout the City?
q _ |

2) Who else has your numbers?
Q

3) Who needs to reach you?
a




